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* P h a s.e I I . 

' INTRODUCTION r < k 
i * 

This it the second phase of a designed multi-phase project of pre-apprenticeship 
study.~ Phase II begins in earnest the developjjielnt of manipulative skills essen- 
tial, to 'the trade. It re-vi nt^roduces and elaborates ,on many cff the tools, mater- 
ials and equipment set forth' in Phase I*, and introc|uces projects and assignments 
designed to build trade knowledge dnd trade manipulative skills. 

The project consists of three major components: 

# * « 

\ - ' 

1) INSTRUCTOR'S GUIDE, containing a brief summary of each of the trade 
i i 

4 .modules, including the materials, tools and equipment necessary to com- 
plete the Job Sheets' and/or Assignments; an annotated bibj iography for 
* ' further study and/or clarification of a topic/" 



2) S^lf-paced LEARNING MODULES for .student study. The modules are designed 
to impart trade knowledge arid" skills to the student.- Each module is 
comprised of the following: * . - 

a) Cover Sheet--! i st^ module title, goils, performance indicators 

b) Study Guide-rgives directions for completion of module 

c) Introduction (optional )--expl ains why the module is important 

d) Vocat>ulary--f i sts and defines any- new trade terms or technical \ 
words necessary for understanding the module's content 

e) Supplementary References^tdetail s wher*e to go for further study 
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f) Informatjon--provides information and graphics covering the 
module's topic(s) 

g) Self Assessment (optional )--provides students an opportunity to" 
y test their comprehension 

rh) Assignment (optional )--^nabl es students to research further into 
the topic 0 % * 

i) Job Shee^ (optional )--l ists materials and tools necessary to 
complete the tasks which are designed to develop manipul ati ve - 
skill ' / t 

• j) Post Assessment (optional )--enabl es the instructor to test' ^ 
student comprehension 

■ / 

r 

3) SURVIVAL or- COPING SKILLS MODULES have been developed to promote 

. • ' 2 

r 



7 



social skills development. These 43 modules elaborate on the topics 
introduced' in Phase J and cover such' topics as: Losing your Driver's 
License, Death in the Family,' Divorce, Time Management, Buying^a Home, 
Maintaining Crejdit, and other social skills which have a" bearing on' 
the quality of work life and 'personal satisfaction. ' » * 

K 

IMPLEMENTATION ' . 

It J s essentia] during Phase II that the student develop the skills necessary 
-to perform the tasks of the trade as outlined arffl demonstrated .in the' modules . 
For this reason, the 4 instructionVshould be conducted by a skil led craftsperson 
from the trade or occupation who has the necessary teaching skills. 



At the* completion of Phase jl, the trainee wi 1 l y have enough experience wi 



ith 

2 



the occupation to decide whether to continue with the. training into Phase 
which will intimately represent a career choice ahd entrance' into" apprenticeshi 

Recommendations for Successful module completion * 

This phase of pre-aoprenticeship study requires the student to develop'job' 
skills whiph will enab-le him or her to be a productive worker^r to Hecide 
against ^pursuing the trade as -a viable career Cfe^jce. To that end, the 
instructor should: ( + ' u y - , * 

1) Realize that ski 1 1 -building and development is dependent on repealed 
physical performance and self-confidence. * \ 

Provide, a setting w which students are encouraged to deve*<$) skills' 
at' their* own % individual pace.. Assessments are designed as tests of 
compreheris'iort, net as tests of^ki.l 1 s or trade abilities. * 

3) Coordinate the use of material ^ 'tool s and equipment so that each 
' studfent can; ful fil 1 his or her potential . 

» • s y 

Ensure £hat each student practices the trade skills, jji the accfep Led 
manner*, and practices 'erfolig^ to develop skills to a pro7essiona i* 
trade standard. 5 

.5) Make aYraYigerfients for visitations (to stores,, shops, job^ites, letc. ) 
, and ensgre t£at ^student^ participate fully. 

- >6) Grade or commerit on, iftdividuafh Assignments and Assessments, to ensure * 
stucterits are aware 'of tbeiV progress. • v 

7) Ensure that the trade Sjtflls and kncwl edge presented in one module 
afe fully undlrsto^d by rHe student before allowing him or her to 
continue to sutisequefit modules. . - f , 



V . SCOPE 
Trades developed for studyri n Phase II include:' / 

Drywall , Bricklaying 

Painting - . . ' Parts Counter 

• Plumbing *Elect'ricaV f 

Floor Laying *Wel ding . 

Plastering *Auto Mechanic 

Cement Finishing *Carpentry 
Tilesetting 



* Adapted from previously developed- ILS material. i 




y CONTENTS 

Catalo^Arrangement and Indexing 

Keep-ing Catalogs Current 

Interpreting Customer Needs 

Handling Money* Correctly 

Selling: Getting the Job Done 

Salesmanship 
. Picking Merchandise: "Major Suppliers" 

Picking Merchandise: "Warehouse" 
. Picking Merchandise: "Small Store" 

Picking Merchandise: "Special Orcjer Parts' 

Picking Merchandise: "Hard to Get Parts" 

Shipping 

Pricing Items for Sale 
Operating a Microfiche Reader ♦ 
Inventory Control 

Receiving Merchandise * 

Stocking: Stock Turnover 
* Stocking 

Stocking > 
.Returned Merchandise 
v Machine Shop and Customer Service 

Identification of Sheet Metal Body Parts 

Promotions, Advertising. and Merchandising ' 



MODULE TITLE: v CATALOG ARRANGEMENT AND. INDEXING ■ ' * 

. ' * * \ 

NUMBER IN SERIES; 1st of 23 

NEW VOCABULARY WORD'S: 13 

GOAL:- t 

The student will be able to "recognize methods of. arranging and 
indexing catalogs. . 

> 



PERFORMANCE INDICATORS: 

The student. will demonstrate knowledge of the subject by successfully 
completing 1 a Self Assessment, an Assignment and a Post Assessment. 



r 

♦ 



OVERVIEW AND SUGGESTIONS: 

'This module^ covers the 3 most common methods used to organize parts catatbgs; 

1 . Weatherly System 

2. rectory Group Number Systems 
v 3. Manufacturer's name 



\ 
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ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED: 

, The student is required to examine parts catalogs and their systems of 
arrangement. The instructor may arrange for visits and should make 
available €.M. , Ford and local parts ^store catalogs. 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

4 



None . 

• t 



L 



SUPPLEMENTARY REFERENCES: 

The Inside Salesman 

Auto Parts Manual 
Counterman's Handbook 



/ 



/ 
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MODULE TITLE: KEEPING CATALOGS CURRENT" 



NUMBER IN SERIES: 2nd of 23 

NEW VOCABULARY WORDS: 6 *' - ' . 

GOAL: 

The student wil,\ understand the importance of keeping catalogs current 
and. will be able to identify procedures for keeping them ftrrrerft. ' 



Performance indicators: ■ 

Given a set of old and current catalogs, the student will update a catalog 
set and will -complete a Self and Post Assessment. 



This module covers some^F the things v the manufacturer can do to*keep* 



OVERVIEW AND SUGGESTIONS: 

, catalogs current. A] so, procedures for keeping track of when catalog 
changes are made (and by whom) are covered^ , 

Have students discuss what the best way to do these things would be. 



4 
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ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED:, 

The student is required to visit an auto parts store to ask questions 
and to take notes on the answers. , 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

The student is required to update a catalog and to observe a. parts counter 
worker dealing with custojners. • . 

Requires: up-to-date catalojs, old catalogs, and price lists 

: ,i 



SUPPLEMENTARY REFERENCES: 

, Auto Parts Counter Worker 



^, The Inside Salesman * 





Counterman's Handbook 



8 



)' ■ ^ N > ' — -L 

' \ , * • • • ' ' 

MODULE TITLE: INTERPRETING CUSTOMER" NEEDS, * ! ** •• ; ' 



' \ ^ • # ' - \ 

NEW VOCABULARY WORDS; ^5 



NUMBER IN SERIES, of |3 * » 

OOALA ' ■ !• " • 

The student will learn techniques that^parts counter workers use to find 
.. -the correct part- for the customer. '*, V . . 

'.-»".»"< ' . 

PERFORMANCE INDICATORS: ' • * * 

Jhe student will successfully complete a Self Assessment , Assignments, a 



Job Sheet and a Post Assessment. 



OVERVIEW AND SUGGESTION 8: 



This module covers the basics oif pa'rts. catalo§^pages and +iow information 
received from the customer is translated in the parts catalogs. ' ' ' 

\ 

The instructor should provide parts catalogs and require *tl\e students t\ 
Toojc up pa^ts until students bfecome famil|^r wpth catalog symbols and'not^s. 



S 
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, : 1 • 

* * 1 ! * 

•• • - v •• - * 






ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: ' , + 


A 


J 

• 

i 


The assignments .require the students to rols play and to find information * 
imparts cata%^s.- • . * ) 4 
Requires:, parts catalogs - > , ' 4 

» - t - 


. v 5 

> 

/ 


t 


JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 


( 




* % • • 
/ # • 

,1 • • * • • * 


• 


V 

* 


1 * * • 










% 


If. ^ - • -> 

' f * 

* SUPPLEMENTARY REFERENCES: . V ( 






o ^o^terman's Handbook 

« * , . ^ # » 

The Inside Salesman. r: *" 




f 


* * 
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MODULE TITLE: 



HANDLING MONEY CORRECTLi 

♦ 

: 4th of *23 • 
NEW VOCABULARY WORDS: 3 



NUMBER IN SERIES 



GOAL: 



The student will be able to identify the principles of handling money 
correctly and wilj practice • those principles. r 



PERFORMANCE INDICATORS: 



4 



4i 




The student will complete a Self and Post Assessment and will practice 
counting out change. The student will become proficient in the use*of 
a <psh register and an adding machine or calculator. 




V 



OVERVIEW AND SUGGESTIONS: 

This. module stresses the "safe" handling of money in terms of lbcking up 
excess amounts, as well' as the correct way to make change. Students should 
, practice making change a§ described in /the module. 

• . ■ • ; \ ■ ■ - • 



II U 



ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED: 

The student is required to practice counting out change. 1 * 



JOB^SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 




e students should practice the' use ©f tjhe equipment (cash register, adding., 
chtne, calculator) until they are- prtfflici^nt. 
Requires: /ash register, adding machine or calculator 



ator 



SUPPLEMENTARY REFERENCES: 

Counterman 's Handbook 



The Inside Sales 



Auto Part? Counter Worker 
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^MODULE TITLE: 
NUMBER IN SERIES: 5th of 23; 

NEW VOCABULARY WORDS: » 5 
GOAL: / 



0 . * 
SELLING: GETTING THE JOB DONE 



r 



The student will be able to identify good sales attitudes. 



PERFORMANCE INDICATORS: 



/ 



'The student will complete a Self and Post Assessment and will observe 
*<* and practice -sales techniques. 

9 * * 



OVERVIEW AND 



8UQQE8TION3; 



This module covers the actual' steps, in sel T i«g . "Role playing" is an 
effect iveTnethod in helping students overcome shyness, and in helping 
themjto develop a good^itti tude., . 



13 
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ASSIGNMENTS) DESCRIPTION AND MATERIAL? REQUIRED: 

The assignment requires' students to visit a parts store and observe 
a counter work^ in "action."'' * 



7^ 



' ■ ' 1; 

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

Requires "role playing." . ' * 



SUPPLEMENTARY REFERENCES: f 

The Sale Beg i ns When the Customer Says 'W'„. 



( 



C ases in Marketing 



The ,Big %J1 



14 



17 
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MODULE TITLE} SALESMANSHIP 



NUMBER IN SERIES: 6th of 23 
NEW VOCABULARY WORDS: 0 
GOAL 



( ■ 

"The student will identify the steps vi handling the customer orders 
in a satisfying manner. 



PERFORMANCE INDICATORS: 

< The student will understand the fine principles necessary for developing 
. a goodj sales attitude by completing a Self Assessment, an Assignment, 
a Job Sheet and a' Post Assessment. • - ' . 

• w ' \ • • • 



OVERVIEW AND SUGGESTIONS: 

Jh4s mddule explored proper attitudes and practices in counter selling 4 
and in sales. 



1 — r 



ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED: 

The Assignment requires the students to summarize the module's contents 



I r 
JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 



t 



SUPPLEMENTARY REFERENCES: 



4 ' 

/ 



J 

Counterman 's Handbook 



Auto Parts Co-unter Work'er 



The I nsid e Salesman 
— - — — ■ % 



1 
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MODULE TITLE: PLCklflG MERCHANDISE:- "MAJOR SUPPLIERS" 

'*•**• • ' . " • " • > I 

NUMBER IN SERIES: 7th of 23 

' ^ • • * 9 

JNEW VOCABULARY WORDS: 0 ■' ^ 

GOAL: ■ \ V , * • ' 

" The sjtudegt will be able to identify the differences between a major 
suppl ier^and ;1ess^r-kndwn suppliers, and will identify advantages and 
disadvantages of 'each! 

PERFORMANCE INDICATORS: 

The student'will demonstrate an understanding of the subject by completing* 
a Self Assessment, an Assignment, a Job Sheet and a Post Assessment. • 



{ 

% 

/ 



OVERVIEW AND SUGGESTIONS: ' \ . f 

' 1 



r 



M . 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 

The .Assignment requires students to woflc with daily order sheets;,"' 



% 
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JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

♦ 

The Job. Sheet requires the students to visit a parts store to see the 
dafily parts order sheet. • * 



SUPPLEMENTARY REFERENCES: 



3 (rts Cata 



logs (any years)- 



# m Parts Jobbers Dail y Order . Sheet 

f' 



18 
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MODULE TITLE: PICKING MERCHANDISE: "WAREHOUSE" 

NUMBER IN SERIES: 8th of 23 ^ 

NEW VOCABULARY WORDS: 3 

GOAL: 

' • / . 

The student wiVl become familiar with parts picking in a regional warehouse. v 
PERFORMANCE INDICATORS: 

, . •- 

The student will demonstrate knowledge of the subject by successfully 
completing a Self Assessment, an Assignment and a Post Assessment. 



/ • • • \ > . 

OVERVIEW AND 8UQ0E8TIONS: 

Warehouse layout and. the duties of ^parts pickers are covered in this 
■module. 



Try to arrange a visit to' a major warehouse that supplies local parts 
stores. Usuallyra group visit is more convenient than individuals 
visiting at different times. 

f 
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>SSIGNMENT(S> DESCRIPTION AND MATERIALS REQUIRED: 

1 The Assignment requires students toTTTft a local parts warehouse or 
regional warehouse , and .take notes of what is observed. 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

None. 



SUPPLEMENTARY REFERENCES: 



■Auto Parts Counter Worker 



/ 



• 23 
20 » 



MODUL^ TITLE: iPICKING^MERCHANDISE : "SMALL STORE" { 

( 1 

NUMBER^ SERIES: .9th of 2a« 

NEW VOCABULARY WORDS: 1 „ 
GOAL- H 



The student wil] be ablo^to *ideritify the steps' involved in "picking mer- 



chandise."* 



PERFORMANCE INDICATORS: 

The student will demonstrate knowledge of the subject by successfully 
completing the Self Assessment the Assignment and the Post Assessment, 



OVERVIEW AND SUGGESTIONS: 



tdte ir 



This module stresses tfce importance of being accurate. One way to 
reinforce this graphically would be to give the students mismatched 
parts. Then let th,em try to make the parts fit together.- 



21 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 

The student is required to visit' a pa*rts store, talk about parts picking 



with workers and 'take notes for the instructor to rea.d. 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 



None. 



4 

SUPPLEMENTARY REFERENCES: 

Counterman 's Handbook , * 

The Inside Salesman 

— > 

■ Autc^Parts Counter Worker 
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MODULE TITLE: PICKING MERCHANDISE: ^SPECIAL ORDER PARTS" 

NUMBER IN SERIES: 40th of 2? 

NEW VOCABULARY WORDS: .1 
GOAL- 

^The student will understand and be able to explain what it means to 
"special order* 11 parts, 



PERFORMANCE INDICATORS: 



The student will demonstrate, knowledge of the subject^y successfully 
completing a Self Assessment, an Assignment and a Post Assessment. 



OVERVjEW AND SUGGESTIONS: 

. This module discusses comQion ways in which counter workers may find parts 



V 
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AS8IG)NMENT(S) DESCRIPTION AND 'MATERIALS REQUIRED: 



The Assignment -requires the student to *4siti a local parts ^tore'a'nd 



inquire about "special ordered" .parts.j 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

i 

None. % . 



SUPPLEMENTARY REFERENCES: 




9< 'f 




• ?4 
4 • Ct 
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TITLE: ' V PICKING MERCHANDISE: ' "HARD TGT&T PARTS" 



NUMBER IN SERIES: 11th of 23 

NEW VOCABULARY WORDS: 3 
GOAL- \ 




^ The student will 'be'able to identify hard-to : get parts and will determine 
how they ,may be obtained. . J* - ^ 



V 



IRPORMANC^INDICATORS: 

' ' V - ' ■ ■ ' 

The student will complete a Self Assessment*, an Assignment and a 
fast Assessment. f . 1 



^4t 



i • r v 

OVERVIEW AND SUQQE8TION8: 

This \fflodule^o/ers the basic and some "finer" points iff locating hard- 
to-get;' parts.. If there is someone in your , community who specializes 
in restoring otd cars, that person --could talk to the class about difficulties 
inVinding parts. "' -*■ 



M 28 



ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED: 



parts and give this list 



The student is required to contact local dealers and manufacturers' 
distributors to find out which companies ^upply obsolete, parts. The 
student will make a list of some obsolete 
to the instructor. 



JOB SHEET DESCRIPTION AND MATERIALS, AND TOOLS REQUIRED: 



None. 



SUPPLEMENTARY REFERENCES: 

Hoi lander Interchange Borfk 



Manufacturer's Parts Manuals (any year) 



26 
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MODULE TITLE: SHIPPING ' ' 

NUMBER IN SERIES: 12th of 23 
NEW VOCABULARY WORDS: Y 

/ 

GOAL: a' 

• ' [ * 

The student will lean^the Vocedures^or shipping merchandise. 



PERFORMANCE INDICATORS: 

The student will demonstrate knowledge of the subject by successfully 
completing the Self Assessment, the Assignment, the Job Sheet and 
.the Post Assessment. ^ 



OVERVIEW AND SUGGESTIONS: 



# This module discusses various ways to ship^merchandise efficiently 
and inexpensively; discysses routing in general. 



V 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 

Arrangements may be made fpr a visit^parts scores, motor Jines and 
bus lines. The student is required to inq^e ibout freight services 
and rates. * 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED^ 

The Job Sheet requires students to become f ami 1 i a r with UPS forms, and to '* 
locate information on UPS^siwpping. 



J 



SUPPLEMENTARY REFERENCES: 



* 



. ( 



Auto Parts Counter Worker ^ 



Countermands Handbook / ( 
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MODULE TITLE: PRICING ITEMS FOR SALE 

i 

NUMBER IN SERIEfcv I3t>h«of 23 

NEW VOCABULARY WORDS: 4 , , 

GOAL: 

f > 

The student will learn and practice the technique for pricing sale parts 

and will understand price lists. " •• 

* i i 

, ' I y • 



PERFORMANCE INDICATORS: ' 

'The student will demonstrate knowledge of the subject by successfully 
completing the Self Assessment, Assignment, -Job She'et and Posl Assessment. 



; 



OVERVIEW AND SUGGESTIONS: 



Thisv module introduces pricing and price lists. To insure that students 
become f ami 1 iar^and comfortable with price-lists, the instructor should 
make an effort to provide as many different lists as possible, and ask. 
students to locate information. * . 



r : — • ; — ; — 

A88IGNMENT(8) DESCRIPTION AND MATERIALS REQUIRED: , 

The Assignment requires .the s_ti/Jen| to practice using a pricfe list, and. 
. to visit a parts jobber-. .* 1 



1 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

The Job Sheet requires the student to practice with other price* lists. ~ 



/ 



/ 

SUPPLEMENTARY REFERENCES: 

X Parts Price Lists from'various manufacturers 

/ 

% 

Counterman 's Handbook 
Auto Parts Counter Worker 



MODULE TITLE: OPERATING A-MICR0F1CHE READER 
NUMBER IN SERIES: 14th of 23 
'NEW VOCABULARY WORD8: 5 
GOAL: 



The student wilTbe able to demonstrate how microfiche systems work and 
explain why they are useful in the auto parts industry. 



PERFORMANCE INDICATORS: 

The student will successfully complete the Self Assessment, an Assignment, 
a Job Sheet -and a Post Assessment. 



OVERVIEW AND SUGGESTIONS: 



Microfiche machines are now used in some libraries irf^place of card-, 
catalogs* If this kind of system is' available, students could visit 
the library to get an idea of just how much informatioji can be stored 
in a small space. 



31 



3<f 



A3SIQNMENT(8) DESCRIPTION AND MATERIAL8 REQUIRED: 

The Assignment requires the student to use a microfiche machine in 
the classroom. 1 . ' 

Requires: microfiche reader, microfiche auto parts cards, auto parts 

catalogs. 




JOB SHEET DESCRIPTION AND MATERIALS AND TOOL8 REQUIRED 



The student is required to observe a microfiche machine beincj used in 
an auto parts- store. 



SUPPLEMENTARY REFERENCES: 

National Cash Register Operating Guide for Microfiche 
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MODULE TITLE: INVENTORY CONTROL 
NUMBER IN SERIES: 15th of 23\ 



NEW VOCABULARY WOR^S^T^ 



GOAL: 

The student wi 



ill £e abl 



e to explain why physical inventory is important. 



1. 



PERFORMANCE INDICATORS: 

The student will demonstrate knowledge of the subject by successfully 
completing a Self Assessment', an Assignment, a Job Sheet and a Post 
Assessment." 



OVERVIEW AND SUGGESTIONS: ' 

This module covers the two general methods for inventory control: 
physical inventory and perpetual inventory. After; completing the 
Self Assessment, students coul<f discuss this question: 

"If you could use either a physical inventory system or a perpetual 
inventory system. (but not both), which would yoy choose and why? M 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 



\ 



The Assigrtment requires the studeht to examine different examples of 
inventory control cards. 

Requires: inventory control cards 



JOB SHEET DESCRIPTION AND MATERIALS AND^TOOL8 REQUIRED: 

The Job Sheet requires the students to visit parts stores to see inventory 
control procedures in operation and write a report. 



SUPPLEMENTARY REFERENCES: 

Counterman 's Handbook 

Auto Parts Counter Worker 
The Inside Salesman 
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•MODULE TITLE: RECEIVING MERCHANDISE 
NUMBER IH SERIES: 16th of 23 "~~ 
i NEW VOCABULARY WORDS: 10 
GOAL: 



The student will be ab^e to explain how to check /neYchandise when it is 
received and how to handle shortages and damaged items, ' 



PERFORMANCE INDICATORS: ^ 

The student will demonstrate knowledge of the subject by successfully 
completing a Self Assessment, an Assignment, a Job Sheet and "a Post 
Assessment. 



OVERVIEW AND SUGGESTIONS: 
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ASSIGNMENT^) DESCRIPTION AND MATERIALS REQUIRED: 

Arrangements should be made to visit a parts store, as students are 
. required to- investigate forms treed by the store and the procedure 
used when merchandise is received. 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

Arrange a visit with a shipping company and a parts store. The student 
is required to assist and investigate the handling of a shipment. 



SUPPLEMENTARY REFERENCES: 

Counterman's Handbook 

^ ftuto Parts Counter Worker 



/ 
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MODULE TITLE: STOCKING: STOCK TURNOVER * 

NUMBER IN SERIES: 17th of 23 

i 

NEW VOCABULARY WORDS: * " 
GOAL: 

The student will understand stock investment and turnover. 



PERFORMANCE INDICATORS: 



Given a theoretical problem, the student will demonstrate an understanding 
of problem solving in $tock control and sales by successfully d^pl^ting 
a Self Asse^spent, an Assignment,; a Job Sheet and a Post Assessment. 



N J 



OVERVIEW AND SUQQE8TIONS: 

r 

TMsnnodule discusses different* turnover rates for parts so that students 
can learn about the profit margins for differentiates of turnover. 



One thing that might be stressed with the students is that an "auto part 
is money to the store owner. The owner is really storing money in the 
shape of auto parts. . >. 
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JOb SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 



9 n 



SUPPLEMENTARY REFERENCES: 



Auto Parts Counterman 




S3 



Auto Parts Counter Worker .* . % 4 
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MOQULE TITLE: STOCKING ' 
NUMBER IN SERIES: '18th of 23 

NEW VOCABULARY WORd|: 2 

GOAL: . 

The student will be able to properly, receive and store parts stock. j 

w • 

^ \ 

PERFORMANCE INDICATORS:' m 

The student will complete a. Self Assessment, an Assignment, a Job Sheet 
/arid a Post Assessment. 4 * 



OVERVIEW AND SUGGESTIONS: ^ 

The student will learn about storage bin arrangements used irV 1 stocking 

parts. and, be able to trace'the route of merchandise from receiving to 
storing. v ■ 



ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 

j 

The student is required to visit a parts store to see bin numbering 

n th^ vis 



and lettering systems and to write a repori on the visit. 



J 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

The student is^quirrecPto visit a parts store and diagram how the store 
is laid out and equipment used in the stor^. 




SUPPLEMENTARY REFERENCES: 

Counterman's Handbook 



Auto Parts Counter Worker 
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MODULE TITLE: STOCKING . 

' NUMBER IN SERIES:' 19th bf 23 • 
NEW VOCABULARY WORDS: 3 




•> 


... ^ 

GOAL: ^ . 

The student will understand <}ood stocking* and customer ^service. 

t * 

< < 
» - 

4 ■ . 

PERFORMANCE INDICATORS: 




* * 

• 


The. student will complete a, Sjfrf AssB^sment, an Assignment, a Job ^ 
• Sh^et and a Pdst Assessment. 


t 
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OVERVIEW AND SUQQEBTIpNS?* * 
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ASSIGNMENTS) DESCRIPTION AN0 MATERIALS REQUIRED: 

The Assignment require? the student to answer questions regarding the- 
module. 



) f 



JOB SHEET DESCRIPTION AND MATERIALS ANtJ TOOLS REQUIRED: 



The student is required to visit a parts store{s) and inquire abput 
^stocking procedures. 



SUPPLEMENTARV«EFERENCES: 

The Inside Salesman 

A^jto Parts Counter Worker 
Counterman 's Handbook 

i ; - 
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MODULE TITLE: RETURNED MERCHANDISE 

NUMBER IN 8ERIE8: 20th of 23 . , 

NEW VOCABULARY WORDS: 0 

* 

GOAL: 

- The student will be^ble to identify the steps involved in accepting / and 
hand! ing, returned merchandise, 

) 



PERFORMANCE INDICATORS: 

The student will demonstrate knowledge of the subject and practice the 
skills by completing a Self Assessment, *n Assignment, a Job Sheet 
and a Post Assessment. x 



OVERVIEW AND 8UQGE8TION8: 

This' module helps the student learn about different -types of returned 
parts: -exchange parts, broken parts, defective parts. The different 
way each type of return, is handlecj is also covered. 



) 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 



The, student is required to visit a local par^i store to ob4^rve the 
handling of cores and the paperwork involved, then to write reports on 
the visit- •% 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

* * • * • ° 

The student is^required to practice writing invoices to cover things, such 

as: warranty, cores, refunds M credit. 

Requires: blank invoices. 



SUPPLEMENTARY REFERENCES: 

Counterman's Handbook 

The Inside Salg&man * 
Auto Parts -Counter Worker 
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MODULE TITl,E: MACHINE SHOP AND CUSTOMER SERVICE 

21st Of 23 
5 



NUMBER IN 8ERIE8 



NEW VOCABULARY yOAD8: 

GOAL: 



The studen£ will be able to identify functions and processes of the auto 
parts store's machine shop operation. 



PERFORMANCE INDICATORS: ' 

The student will demonstrate knowledge of .the subject by /successfully 
completing a Self Assessment, a Job Sheet and a Post Assessment. 



OVERVIEW AND 8UQQE8TION8: 

The instructor should -ensure that the student is familiar with' the 
machines listed in the module, since they are the commonly used . 
machines in automotive parti counter work. 
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ASSIQNMENT(S) DESCRIPTION AND MATERIALS REQUIRED: 

The^ instructor may arrange for visits to; 

1 . a jrj^cMne shop 

2. a parts store that has its own machine shop 

3. a parts store^that doesn't have a machine shop 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

_J The Job Sheet reqi/ires^ thp student to visit a machine shop and make 

» - 

observations. - . 



A 

SUPPLEMENTARY REFERENCES: 

» 

The Inside Salesman 
Counte rman's Handbook 
Auto* Parts Counterman 



c 
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MODULE TITLE: ' IDENTIFICATION OF SHEET METAL. BODY PARTS 
NUMBER IN 8gMB 22nd of 23 
NEW VOCABULARY WORDS: 22 
GOAL-' 

' : . 

The student will be able to identify basic auto, body sheet metal parts 
in a catalog and locate the parts. 



PERFORMANCE INDICATORS: 

The student Will demonstrate knowledge of the subject by successfully 
completing the Self Assessment, an Assignment, a Job Sheet and a 
Post Assessment. 



OVERVIEW AND SUGGESTIONS: 

This module covers the basics of things like reading manufacturers 1 
abbreviations, special duties of sheet metal parts pickers, special 
catalog illustrations, etc. 
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ASSIGNMENT^) DESCRIPTION ANO -MATERIALS REQUIRED: 

» 

The Assignment requires the student to identify basic bpdy part? and 
define common abbreviations. 



JOB SHEET/ DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 

* s 

The Job Sheet requires the » student to locate parts and part numbers-on 
special catalog illustrations. 



SUPPLEMENTARY REFERENCES: 

/ 

Parts Catalogs (various manufacturers: G.M. , Ford, Chrysler, etc.) 
Automobile Body Reconditioning 
Automotive Col 1 is ton Work 
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MODULE TITLE: PROMOTIONS, ADVERTISING AND MERCHANDISING 
NUMBER IN SERIES: 23rd of 23 ' 
NEW VOCABULARY WORDS: 3 

GOAL: 4 

^ The stTTdent will learn and be able to identify basic advert i sTrVg^ and 
merchandising methods. 




PERFORMANCE INDICATQBftT 

The student will demonstrate an understanding of display methods by 
completing a Self Assessment, an 'Assignment and a Post 'Assessment. 



OVERVIEW AND SUGGESTIONS: 



r 
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED: 

The student is required to visit several parts stores, observe 'displays 
and list items in categories. 



JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED: 



None. 



SUPPLEMENTARY REFERENCES: 

Counterman ' s Handbook 

,' ■ I 

Auto Parts Counter Worker 
The Inside Salesman 



< 
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BIBLIOGRAPHY 



JWTO .PARTS COUNTED 
California State DepY of Education 



RgtfN 

Dept. 

(1967) 



This set (wprkbook and testbook) were very good as a tool to teach parts 
counter- entry fevel basics/ It is now but-of-date in some topics and • 
i lifted in others. It is easy to follow and gives a good view of much 
what counter workers do. 



AUTO PARTS COUNTER WORKER 
University of Texas at Austin 
(1979) 



Generally a very gbod book used, to train parts counter fcor^ers. Limited 
in some areas of the, trade, but^the scope is very broad. A good reference 
and training manual for most. 



CASES IN MARKETING 

Laurence C. Lockley ' 
/ilyti < 
(1964) 

A fairly-well written book, but tough reading for grades 9,-12. 
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% V W ^ip > SELL , 
** - Pierce Becton 
- Knopf - 
(1963)'~ . -. 



i 



' A.good,,easy-to-read refercTOipFor instructor and stydenjtf Contains same 



V 



"learn to sell" point§; well thought out, organized and explained. 



THE INSIDE/ SALESMAN 



Pj^ SALESMAN * V : < 

Auto Parts Association \ 



^ National ^uto Parts Association 

% A good, small , jconcise book, whifch i£ limited in scope and contains* few 



illustrations.* 
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COUNTERMAND'S HANDBOOK. 
A.S.I. A. 

McGraw-Hill, In# 

■(1J7T) 



Well done bbb^c, used to' train* parts counter-workers. 
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THE SALE BEGINS WHEN THE CUSTOMER SAYS "NO " ... ^ * 
1 1 1 - / 

Elmer 6. Letter-man . . 

Manor Book * 
"(1953) * , • . 

' • \ 1 . /- . ' 

A good book oV^re s su r e^&e 1 1 i n g . / 

SHOP ORGANIZATION AND MANAGEMENT ' Ik * 

Gilbert G. Weaver ' ? 

Pitman Publishing Corporation « . % - 

Good explanations of how to set up and operate an auto repair business. 
(Idea§ can be incorporated or adapted to parts counter trade.) Tax 
^formation is out-of-date. ' * , 

, *■ • 
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